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APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OPTHE SECRETARY OF S A T E  
DEPARTNIENT A A ~ , V I S ~ L N D  n , ~ O R Y  

necoms WNAGEMENT DWISION 
1 ~ 

INSTRUCTIONS: Sea PubijdOn NO. 76-RM-I fOr instructions m compkting this form. Forward signed original to 
Oewnment of Archivaa and Histow, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, #)5u, 

Amtion:  Scheduling Won. 
WR RECORDS MANAGEMENT USE COR M E W  us8 1. mcy Addreu Ga.  Dept. of Human Re- 

Application b m  sources/  Div. of Physical Hea l th /  Family Audicanon Number 
Health Serv ices  Sec t ion /  W.I.C. Office 

The Family Health Serv ices  Sec t ion ,  under t h e  l eade r sh ip  of 
1 promoting and coordinat ing family h e a l t h  programs as provided by t h e  S t a t e  and  DHR. 

grams include: Maternal/Child Health (family planning, p e r i n a t a l ,  c r ipp led  ch i ld ren ,  c h i l d  
hea l th ,  and s e r v i c e s  t o  women, i n f a n t s ,  and ch i ld ren  [W,IC]); Chronic Disease ( d i s e a s e p r e -  
vent ion,  p a t i e n t  s e r v i c e s ,  and h e a l t h  cage educat ion);  CommuCicable Disease (T,B., S.T.B. , 
epidemiology, and immunization); and programs f o r  pharmacy, nurs ing ,  n u t r i t i o n ,  and d e n t a l  
services. 
WIC Program provides consu l t a t ion  and t r a i n i n g  t o ,  and program monitoring o f ,  WIC programs 
operated by each h e a l t h  d i s t r i c t ;  
t h e  d i s t r i c t  h e a l t h  o f f i c e s  t o  supply c e r t a i n  food t o  e l i g i b l e  cliepts- as determined by 
county h e a l t h  departments; 
payments made t o  t h e  food s t o r e ;  

The pro 

prepares  a l l  con t r ac t s  with food s t o r e s  which are used by 

processes  d i s t r i c t  h e a l t h  o f f i c e s '  claims f o r  re,imbursement f o r  
and prepares  t h e  requi red  Federa l  r e p o r t s  f o r  t h i s  Federal  

rogra 

Documntr relatinO to: developing t r a i n i n g  seminars and workshops f o r  DHR-WIC personnel  State-wide 

Dis t r ic t  p l ans  f o r  WIC program, correspondence r e l a t i n g  t o  WIC program, 

7. Record $arb OItsiption This f ik m t a i n s  the following documno (indude fwm nurnhmd fj?/m, if mv&nded 
Attach vmplsr of the file. 

Indudod are: resource  materials and gu ide l ines  f o r  adminis te r ing  the WIC program, such as 
lists of audiovisua l  and p r i n t  materials available, approved WIC food l i s t g ;  
package gu ide l ines  which g ives  n u t r i t i o n  requirements f o r  meeting r egu la t ions  of t h e  
W I C  program. Form 3285 (Rev. 12-77) [ d r a f t  f o r  t e s t i n g ]  (WIC C e r t i f i c a t i o n  f o r  I n f a n t s  
and Children) which shows c l ient  information: name, addres s ,  phone, b i r t h d a t e ,  sex, 
e t h n i c  o r i g i n ,  i f  e l i g i b l e  f o r  f r e e  o r  reduced 'cost medical  care; whether cl ient - is 
n u t r i t i o n a l  r i sk  (and cri teria f o r  as5essirfgnthe need f o r  W I C ; M  b i r t h  weight,  pte- 
mature, abnormal head circumference, i n f e c t i o u s  d i s e s e  o r  chronic  d i s e a s e  a f f e c t i n g  
n u t r i t i o n a l  s t a t u s ,  i r o n  def ic iency ,  underweight f o r  he igh t  o r  age,  overweight f o r  
he igh t ,  abnormal 'pat tern-of  weight ga in  o r  l o s s ,  c l i n i c a l  mani fes ta t ions  of maln%tr i t ion  

[ i n e l i g i b l e ,  terminated and reason,  d a t e  of c e r t i f i c a t  

and food 

. 

File is anaWd: a l p h a b e t i c a l l y  by sub jec t .  [milk to l e rance ,  poor  d i e t a r y  pat tern, '  -e&igPbte.wrx *. 
, 

How often are recordsrefwred to which nature and title of certifier. 8. Momhly Rduener Rate 

One to six months old 

- 5 -  1 -  .~ 
1-2 - ; Sawn m twelve months old 1-2; nkafl to twtnty-fouf months o!d D r p  , 9ytv-h months and older * - ? . - ..., 

9. Annud Ram of Armnylatlon of Reeordg 
pmf-$n d r w s  

L c -  

A n - w v i .  nw. re 



I 
~ ~~ n I :b. Oors the ories contain confidential infomution muiring ocurity hurdling7 If ye.  am law or ngulation. 

d. Auditpriod ' - 
a. Administratiwmd 
f. Federal retention inmunlonr 

b. Staum of limitation 
0 w u a l k w '  

Attach cow or ax- of IWI or ngulrtions. Explain adrninistrativo need. 

. .  

1: Aopond Obpo#!tion lnm+onr .. 'This apnw rccorntnench that tk. file wries be cut off at the end of each: ., - 
. .  ' .a CIW& Ygu; 0 k-1 Year; m. Othor year then. 

September 30 
Q Hold in thr &ont fiks arm ~ - .  

0 Trrnrhrtg loal holding area; hold yeads); then [available] ; 
0 T r i d u  to Stam A&rdr Center: hold .' yeads); than transfer to' Family Health 
0 0.rtiPY.. o Trmrfw to suia h i y a  for prinanent'rrtiniion. 
a - .. Archives; destroy all other 

.m&th(r) 2 year(& then remove District Plans [not yet 

Director's Subject to be included 
in records transferred to State 

, materials. . .  , .  

. .  

. .  ~ . . . .  . 
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i n q a i o n r  4ppiy tori1 pior and t & e  apnLationr of Air. . .  
.~ . '. . , .. . *  :. . ,  . .~ 
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b t a  Records Cpmmittae lSi~aium) D 8 a  
nwwrnrrmnwt iuna  in m a -  
vadl 12 Y O  I P P O V e d .  Stam Audl&/Daignee (r I ( I f  diuppmmd, attach bctu I ,- 

Recommi&tions in para- 
vadl12 Y O  iPP0Ved. 
( I f  diuppmmd, attach bctu 

.. 


